How to Add A Child or Person on ITrack (FFA)

1. Logonto the system as an FFA.

Vendor/Employee Login

Submit

2. Fill out the required fields: License #, Certified Parent Name, Incident Date, Incident Time and Location of

Incident.
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In the Foster Children Involved: Others Involved, Add Person section, by the default NO children values should
be selected.
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To add a child that is already on the list, first select the appropriate child then select a value from the “How is
this person involved” drop down menu (this field is required). Please note no other fields are required to add a
child already on the list.
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Click on the “Add Person” to add the child from the list. You should see the added child under the “Foster
Children Involved” section.
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You may change the “Certified Parent Name” and still be able to select and add another children onto the same
SIR.
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To add a new child or person that is NOT on the list, it's very important to make sure no child is selected and
highlighted from the list. If the child is highlighted, you can click on the “Clear Selection” checkbox to unselect.
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The only required fields to add a person not on the list are: Last Name, First Name and How is this person

involved. NOTE: At this point please leave the State Id field blank otherwise it will not work. Click on the Add
Person button to complete.
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Cross Reports — Please note the children ON THE LIST will be the only ones that will be cross reported to the
CSWs. Any person or child manually added will not be cross reported. (Ex: The screenshot below does not
include “Jordan, Baby”, who was added and displayed under the “Others Involved” section.)

iCross Reports

CWE Raterral Ho.

Dated Time Ripored Conlact Mass

EWE Refarmal He

el [y T M AR i,

¥ g youth i UM chard, ploarias penk cul B S12 and mad & with B sdciional BT form Piass click B f o mas i ooy of B ERIH o {ckons Sha (I borm afior o pend ke

Please also note when an SIR has been submitted, you will no longer be able to add any other cross reports.
Only an addendum can be added.



